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o~ 2 CATIAN ' ' OFFICE OF THE SECRETARY OF STATE
. APPLICATION FOF}.RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION
INSTRUCTIONS. See Publication No. 78—-AM—1 for Instructions on completing this form..Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduting Section, o
EOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Application Date ' Georgia Department of Human Resources Application Number
December 13, 1977| Division of Youth Services : 78_ el 78 -70
Application Numbtr 618 Ponce de Lion 30306 Dﬁmmﬁ Dste Compieted
DHR=167 Atlanta, Georgia 2 22 19y, | MR 231078
2. Person to Contact Working Title Telephone Number
. Larry Webb ReSearch Unit Director 894—5153
Pl_. uTe— . =2,
- {3. Action Requested  /x/ Rescind’- 8 schedules .
8. £] Estabusn Retention Scheduls; record will continue to accumulate. 8 s_chedules SEE ATTACHED
E 5 Q ODispose of present accumulation; no further accumulistion anticipated. . LISTING
¢ £ Amend Aggnmgon chedules Check One: O Change; (3 Supercede: I Void
4, Datesof Series = 5. Records Series Title {followed by title used in office: if d:fferent}
Earflest - Latest
- o SEE ATTACHED LISTING :
8. Division and Offics Function What is the function of the Dlmlon and the Office in which this record series is created?
SEE ATTACHED FUNCTIONAL STATEMENTS
- 1
7. Record Seriss Description T Thus file contains the following documents (mclude form numbers and titles, if any):
‘ - ' ~Attach samples of rho file, _ :
~ Documents relating to: : '
| SEE ATTACHED LISTING =
Included are: : "t _
File is arranged: : B b - ; ) s A -~ -
8. Monthiy Refersnce Rate - How often are records referred to which are:
One to six months old ; Seven to tweive months cid ; Thirteen to twenty-four monthsold . ;
twenty- fm months and older ? :
: ‘ 7
9. Annusl Rau of Accumulation of Hoeords RN : C
_Letter-size drawers ; Legai-size drawers - ; Shelves : Other fspecify) -
AR=80=79; Rav. 78 T Over) : =




“'\_ g . . o . ¥ ‘K ] 1 . e

* .

- " . ‘:"-,ﬁ - — A —— L
1ves | NO | 10. Questionnaire _ (Place an X" in the proper column) : - ] R
a. Is this the official copy of the series? _ _ 2 T =
If not, where is it2 2 - e A
. § =5
x| .b- Da“e c?'fg“{g’ ?gtg'gﬂ'i‘de 3'&%@""‘@!% reqmsrleng ?gug:;v h?"d""g? if yes, cite law or regulatnon | .
. ¢. |s this s vital record? : =

d. Doss this series have historical or lonL research value?
e. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these

documents be scheduled separatelv?
.1 Mmmmmmmﬂmmmmummmw
o is the information contained in this series ever analyzed and/or recorded in a summarized report?
~It ves, atfach coov,
h. 1s there a dupiication of this series in your office, or in another office or agencv?
If ves, where?
I Mmmmmmmmm
| Dons the racord series cesujt in a comouter printout? e

11. Retention Requiremaents “" The foliowing requiras the series to be kept: .
a. State Law S _years. -~ d. Auditperiod -~ _ . years.
- b, Statute of limitation =~ vears, " e. Administrative need B : years.

¢ Federal law o _years, £, Federal retention instructions” . years.
Attich copy or excert of laws o regulations. Explain administrative need.

CFR Section 220.75 (extends the holdlng period by 3‘yeafs for
: : R ' client records) - -

1. Approved ‘Dlspoﬂtion lﬁwhc;:lom Th:s agancv recommaends that the file series be cut off at the end of uch:
' ' ' 03 Calendar Year; (3 Fiscal Year; O Other , then,

O Hold in the current files ares month(s) . year(s); then
O Transfer to local holding area; hold ——_____vear(s); then
O Transfer to State Roonrds Canter; hold ____.._._vear(s); then

QO Destray. - - : '
O Transfer to State Archives for psrmanent retention.
a Othor (Spocffy} : '

Al

b

These instructions apply to all prior and futui-e accumulations of the series,

Mﬂn (Srgmmra) . Date | Records Manag_ement Officer S'gnarure} . Date

Koy Wake _ |n]s )27 | L byusetns S Cooec LRI /3/77

State Records Committes (S:gnawre} o

Recommendations in pua- . _
graph 12 are approved, - State Auditor/Designes | i'g-ﬂ-" ”#

{If dismpproved, attach letter
of expianation.} Secretary ol-Btate/Designee (_,M %Zﬂ_,_)é ' 3~/€ ‘)S

Attornclv Ge%cral)pesignee m 7 5 X 2. 7(?

\ AT - — m-swol DA

. — mEl e e —— - 0
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RECORDS RETENTION SCHEDULE NOTIFICATION y *
(MINOR CHANGE OR DELETION) ‘ e
{ &2/031-0¥% Nl 7/‘ 7_

",

TO: DEPARTMENT OF ARCHIVES AND HISTORY -~ SCHEDULING
AND o
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES

RECORDS COORDINATOR RECORDS ALTERNATE DIVISION OR OFFICE
Millie Bailey Cheryl Dresser Youth Services
c: Vivian Smith _

O ALLDHR DIVISION / OFFICE RECORDS COORDINATORS AND ALTERNATES

FROM: DHR RECORDS MANAGEMENT SERVICES UNIT

SCHEDULE NO. NOTIFICATION DATE
78-67 12-14-89
SERIES TITLE .

Program Population Report Files
APPROVED DATE - MINOR CHANGE DATE {IF APPLICABLE)
3-23-78 ‘ . 19 -14-R9

[0 MINORCHANGE - SEE ATTACHED COPIES OF PRESENT AND CHANGED SCHEDULES. AREAS OF CHANGE ARE
HIGHULIGHTED ON BGTH ATTACHMENTS.

O IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS.
] S$CHEDULE DELETION |
[ SEEATTACHED COPY OF “RECORDS MANAGEMENT SERVICES REQUEST"
OR

] SEEDELETION EXPLANATION BELOW:

See attached'; See Wﬁ,_:o?\mﬁ

DHR RECORDS MANAGEMENT OFFICER APPROVAL
d ]

Form 5080 (7-88)




Max Cleland

SECRETARY OF STATE
1404) 656-2681

89103104

Peparfmmt of Archives and History
330 Qapitol Avenue'S.E.
Atlanta, Georgia 30334 Edtward Weldon
DIRECTOR
(404) 858-2358

INFORMATION (404) 658-2360

Ronee anatni e e TR e e e e

ME M Q R A M D U .M

R 4 .
TO: Gerald Poe, RMQO, Dept. of Human Resources

FROM: Peter E. Schinkel, Schedule Section
DATE : January 3, 19889
SUBJECT: Schedule minor_c¢hange report, accepted,

dated ﬂ°/14/89 and filed in case file for
schedu1e1m78 067 ‘approved 03/23/78.

SERIES: " "Pprogram Population Report Files"

Changes reported: Add name of section and unit to
creating agency and division and add access
classification and legal citation for classification.

As discussed on the phone today, we replaced the word
"Proponent:" with "Division/Office:" and added
"Section/Unit:" on the next l1ine. This parallels the
word usage in the data fields of our schedule
database, and in our published schedules.

The listing of a single creating office in a schedule
‘with disposition instructions that are applicable
division—-wide 1is an apparent contradiction; until we
can find a better resoclution to the 1issues you
presented, we will accept this contradiction.

The reported changes fall within the stated criteria

for minor change to schedule information. The changes

have been accepted and filed in the case f11e for
schedule #78-66.

cc: schedule case file #78-067
Minor Change File
Robert E. White, Asst. Dir.




Records Retention Schedule

GEORGIA DEPﬁRTHENT OF HUMAN RESOURCES i

Division/Office: Division of Youth Services

Section/Unit: Program Development and Evaluation
Management Information Unit

Schedule Use: Division Wide

Schedule No.: 78-67 Date: Approved 3-23-78

t

Record Series Title:' Program Population Report Files

Description:  Documents indicating admissions and releases to all Youth
Services Programs. Included is basic data for each youth, such as race, sex,
offense, date of birth, and other appropriate informationm.

File Arrangement: Alphabetically by center; thereunder, by date.

Retention/Disposition Instructions:

Cut off files as follows:

1) YDC/RYDC/Attention Homés/Comﬁunity Treatment Centers/Day Centers/Group
Homes

Hold 3 years; then destroy
2) Management Information Unit
Hold 5 years; then destroy.

Confidential: Yes - 0.C.G.A. Section 49-5-10,

(78-67)

T ST



§G/0310Y

Records Retention Sﬁpedule

GEORGIA DEPARTMENT OF HUMAN RESOURCES h

Division/ offica;
: LDivision of Youth Services

40 , . Program Development and Evaluation
wit .7~
\\6 EZEEEK—Jt Management Informationm Unit

3

Schedule Use: Division Wide

Schedule No.: 78-67 Date: Approved 3-23-78

Record Series Title:; Program Population Report Files
3

Description: Documents iundicating admissions and releases to all Youth
Services Programs. Included is basic data for each youth, such as race, sex,
offense, date of birth, and other appropriate information.

File Arrangement: Alphabetically by center; thereunder, by date.

Retention/Disposition Instructions: \

Cut off files as follows:

1) YDC/RYDC/Attention Homes/Community Treatment Centers/Day Centers/Group
Homes

Hold 3 years; then destroy
2) Manageuwent Iunformation Unit
Hold 5 years; then destroy. '

Confidential: Yes - 0.C.G.A. Section 49-5-10.




RECORbS RETENTION SCHEDULE NOTIFICATION
{MINOR CHANGEPR DELETION) '
/  gglar2-0

TO:  DEPARTMENT OF ARCHIVES AND HISTORY - SCHEDULING
AND e
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES

RECORDS COORDINATOR RECORDS ALTERNATE DIVISION OR OFFICE

Millie Bail"ey Cheryl Dresser Youth Services

4

¢: Vivian Smith

D ALL DHR DIVISION / OFFICE RECORDS COORDINATORS AND ALTERNATES

FROM: DHR RECORDS MANAGEMENT SERVICES UNIT

SCHEDULE NO. NOTIFICATION DATE
78-66 | 12-14-89
SERIES TITLE
Central Commitwment Case Files
APPROVED DATE , MINOR CHANGE DATE (IF APPLICABLE)
" 3-23-78 '

] MINOR CHANGE - SEE ATTACHED COPIES OF PRESENT AND CHANGED SCHEDULES. AREAS OF CHANGE ARE
HIGHLIGHTED ON BOTH ATTACHMENTS.

[0 'GNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN O.N THE ABOVE ATTACHMENTS.
[C] SCHEDULE DELETION
] SEEATTACHED COPY OF "RECORDS MANA-GEMENT SERVICES. REQUEST”
OR

[ SEEDELETION EXPLANATION BELOW: - | _

See Attached

DHR RECORDS M AGEM;%HCERAPPROVAL 3
P Rz | on L1

form 508¢ (7-88)




¢ Secretarp of State .
" Bepariment of Archives and History | :
330 Qupitol Avenue 8.3 {

fax Cleland Atlanh, ®eorgia 30334 , - Edtoard Bleldon

RECRETAAY OF STATE ‘ . DIRECTOR

1404) £€56-2861

[404) 658-2258
INFORMATION (404) 858-2392

M E M O R A N D U M

TO: Gerald Poe, RMO, Dept. of
Human Resources
#ROM: Peter E. SdhinLe1,@§Z;;du1e Section
DATE : November 6, 1989
SUBJECT : . Refurn‘of Minor Change Report,

RGS Control #891031-03

SERIES: Magnetic Tape — Central Commitment
Case Files, Schedule #78-66,
approved 9/16/76

As discussed in our phone conversation on Friday
last, we are returning this minor change report
for reconsideration for the following reasons:

The minor change report +is acceptable as is,., but
we recommend that the access classification, and
the legal citation if appropriaste, be added to the
typed schedule form. Although there 1is no
published requirement for this, the creators and
users of the records need to know the
classification of their records.

Also, a series name change to remove the words
"Magnetic Tape"” from the title would help the
Archives/State Records Committee future database
research efforts. If "Magnetic Tape" needs to be
in the title, put it in parentheses after the
words Central Commitment Case Files.

cec: 891031-03
Minor Change File




PR ' et P+ 7 X

KECURUDO RETENTION SUREDULE NUTL « ATTON
{MINOR CHANGE OR DELETION)

TO:  DEPARTMENT OF Adcmvss AND HISTORY - SCHEDULING ‘ coo
AND i ,. 8
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES /

1

RECORDS COORDINATOR RECORDS ALTERNATE DIVISION CR OFFICE

Millie Bailley Cheryl Dresser Youth Services

¢: Vivian Smith

[ ALLDHRDIVISION /POFFICE RECORDS COORDINATORS AND ALTERNATES

FROM: DHR RECORDS MANAGEMENT SERVICES UNIT

SCHEDULE NO. .| NOTIFICATION DATE

78-66 ) : 10-30-89

SERIES TITLE

Magnetic Tape - Central Commitment‘Cése“Files

APPROVED DATE MINOR CHANGE DATE (IF APPLICABLE)
3-23-78 '

[ MINOR CHANGE - SEE ATTACHED COPIES OF PRESENT AND CHANGED SCHEDULES. AREAS OF CHANGE ARE
HIGHLIGHTED ON BOTH ATTACHMENTS.

] !GNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS.
(] SCHEDULE DELETION
[ SEEATTACHED COPY OF “RECORDS MANAGEMENT SERVICES REQUEST”

Q_R, ’ . -

] SEE DELETION EXPLANATION BELOW:

NOTE: Unit Name Change

DH% RECORDS MANA(;MﬁT OFFICER APPROVAL
a-”L_/ A

~ Form 5080 (7-88) @ EQ::%Y




Max Lleland

SECRETARY OF STATE
t404) 656-2081

NS AR e e HmEEET b e

as1z22201

 Secretary of State
Bepartment of Archives and History
330 @apitol Avenue’'S.E.

Atlanta, Georgia 30334 | Edtward Reldon

DIRECTOR
($04) 856-2038

INFORMATION (404) 858-2283

M E. M O R A N D Q. M

R R IR AT L Ly R e

K}
¢ .
Gerald Poe, RMQO, Dept. of Human Resources

TO:
P

FROM: Peter E. Schinkel, Schedule Section

DATE : January 3, 1888

'SUBJECT : Schedule minor change report, accepted,
dated 1{2/14/89 and filed in case file for
schedule ®#78-066, approved 03/23/78.

SERIES: ""Central Commitment Case Files"

Changes reported: change series title and add access

classification and legal citation for classification.

These changes fall within the stated criteria for
minor change to schedule information. The changes
have been accepted and filed in the case file for
schedule H78-66. ‘

CC: schedule case file #78-066
Minor Change File
Robert E. White, Asst. Dir.

smes = ITmo 89103 1t—03% For el Ter ehearnges to swsochedcdua s
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Records Retention Schedule

f
GEORGIA 6EPARTHENT OF HUMAN RESOURCES

Division/Office: Division of Youth Services

Section/Unit: Program Development and Evaluation

Management Information Unit

Schedule No: 78-66 Date: Approved 3-23-78

Record Series Title: Ceuntral Commitment Case Files

Description: Tape ﬁBdated by information from form 4082 (Permit for Plan of

Care)

Retention/Disposition Imstructions: Update tape as necessary, erase aund

reuse.

Confidential: Yes - 0.C.G.A. Section 49-5-10.

(78~66)




. "

APPLICATION FOR RECORDS. RETENTION SCHEDULE

New Schédule

78-66

MAGNETIC TAPE - CENTRAL COM-
MITMENT CASE FILES ~ updated

by information from form DCS/ .

558-82 (Permit for Plan of
Care),

New Schedule

787

PROGRAM POPULATION REPORT
FILES - Documents indicating
admissions and releases to

‘all Youth Services Programs.

Included is basic data for
each youth, such as: race,
sex; offense; date of
birth; and other appropriate
information, The file is 'ar-
ranged alphabetically by
center; thereunder, by date.

Volume on Hand ___

I ’
Update tape as necessary;
erase and reuse.

Cut off file as follows:

YDC - RYDC - Attention
Homes ~ Community Treatment
Centers - Day Centers -
Group Homes

Hold 3 years; then destroy.

Research Unit

Hold 5 years; then destroy.

Earliest Date of Series 1974

-5 drawvers

Anticipated Annual

Accumulation 2 drawvers




"DHR - APPLICATION ﬁPR RECORDS RETENTION SCHEDULE

To Amend

73-357

78-70

COURT SERVICE WORKER AND COM-
MUNITY-BASED PROGRAM CASE
FILES - Documents relating
to care and supervision of
juveniles by court service

‘workers in community-based

programs (Day Center / Group
Home [/ Community Treatment

Center) in lieu of institu-

tioralfzation. Included may
be: forms DCS/SSS-2 (Health
Record); DCS/SS5-56 (Request
for Apprehension and Deten-
tion of Juvenile); DCS/SSS-57
(Order to Modify Previous
Order); DCS/S855-62 (Juvenile
Court Witness Subpoena);
DCS/S555-63 (Juvenile Court )
Order to Apprehend and Detain);
DCS/S5SS-64 (Conditions of
Aftercare); DCS/S85-65
(Conditions of Probation);
DCS/855-80 (Social History
Qutline); DCS/SSS5-81 (Order
of Cazmitment); DCS/SSS-82
(Pernit for Plan of Care);
DCS/S55-84 (Evaluation Form);
DCS/SSS-90 (Juvenile Complaint
Report), DCS/SSS-91 (Report. cn

. Children Served by Court Ser-
‘vice Staff); DCS/SSS-92
_(Daily Record of Activities);’

DCS/SSS(7)-4 (Certificate of
Discharge from Detention);
DCS/SSS(8)-702 (Order Termina—
tion of Probation); DCS/SSS
(8)-703 (Order of Probation);
DCS/55S(8)-704 (Order for
Detention); DCS/SSS(8)-705
(Juvenile Court Petition);
DCS/SSS-502 (Notice of Revo-
cation Hearing); DCS/SSS-503
(Notice of Preliminary Hearing);
DCS/SSS-504 (Findings of Pre-
liminary Hearing); DCS/SSS-505
(Affidavit); DCS/SSS-506 (Ad-
mission of Violation/Waiver);

VCut

FIEN
-

off file as foilows:

Court Service Worker
File

Upon termination of care,
"place all papers im in-
active file arranged by
year youth will reach
age 21

(exception - if youth:
is terminated in his/
her 18th year, place
those papers in the
inactive file arranged
by year youth will
reach age 22)

. hold to end of calendar .
year youth will reach

age 18;

transfer all

papers to State Records

Center;

hold 3 years;

then destroy .

or

continue to hold in local
holding area 3 more years;

then destroy]
(EXCEPTION:

Northeastern’
Judicial Circuit; ’
Kennedy Center, Atlanta;
Macon Judicial Circuit;

. Dougherty Judicial Cir-

cuit; and Eastern Judi-

cial Circuit:.

‘Day
- Community Treatment Center

for years ending in

0 and 5, transfer one
cubic foot of records

to State Archives;
destroy remainder of
records for those yearg).

Center/C?odb-Hbmel

Files v

Same retention as Court

Bl T

;Service Worker Files




/

DHR ~ APPLICATION FOR RECORDS RETENTION SCHEDULE

73-50
(cont.)

.Agreement) is an agreement

between the specific YDC and
persons (address shown) for

a home visit, which agreement
shows specific plans and
regulations and dates visit

is to begin and end; (Progress
Repogzt) shows name of Social
Worker, name of Unit to which
confined, name and age of child,

~date of admission to isolation,

and comments for every contact
made with student in isolation;
(3 Month Progress Report) shows
child's name, date, name of
social worker, unit, summary

of program, major development,
worker's impression and recom
mendations, and plan of actiom}
(6-Month Evaluation Form) shows
name of child, county of resi-
dence, date of admission, ob-
servations as to child's ad-
justment and progress, recom-
mendation as to whether or not
child will continue residence
or be released from the YDC,
and signatures of supervising
worker and casework supervisor;
(Free and Reduced Meal Applica-
tion) used for certain students
to received meals free or at

a reduced prices when eligible
for Federal funds; form letters
and ‘other correspondence per-
taining to the individual and/
or related matters. The file
is arranged alphabetically by
name of youth,




3. To Rescind

| ~J73-279

"/ 73-280

TN 73-281
' 73-359
— 4 73-361

73-362
73-385

73-401

Court Services Case Load Files

RYDC Daily Population Files

Thirty-day Population Notification Files

YDQ Monthly Population Files

RYDC Monthly Population Files

Urban Detention Centers Monthly Eiles

Special Projects Juvenile Offender Case Files

Special Milk Program Reimbursement Files

To Establish New Schedules for:

78-61
7862

78-63
78-64
78-65
TR-66
78-67
78-68

To Amend

78-q 73-50
78-70 73-357

Youth Services Central Commitment Case Files

Court Services Worker and Community~Based Program Service
Provision Form - Primary Client Files

Court Services Worker and Community-Based Program Information
and Referral Tally' Sheet Files

Youth Services Serious Offender Recommended for Release Case Files
Community Detention Program Files

{ - Minor CHANG E
Magnetic Tape = Central Commitm?nt Case Files 0191787 _

Program Population Rebort Files

Youth Services RYDC Client Case Record Files

Youth Services YDC Client Case Records Files

Court Service Worker and Community-Based Program Files




APPLICATION FdR RECdRDS RETENTION SCHEDULE

New Schedule ¢

78-68

'YOUTH SERVICES RYDC CLIENT

CASE RECQRD FILES ~ Docu~
ments relating to maintain-
ing records at appropriate

RYDC for individual youths

committed to the custody of
DHR. Included are: forms
DCS/8S85-90 (Juvenile Com-
plaint Report) which shows
information about youth
(name, address, sex, race,
birthdate, name of parents)
and description of offense
or complaint with related in-
formation; DCS/SSS (7)-4
(Rev. 7-67) (Certificate of
Discharge from Detention)
shows reason for discharge,
date, and supervisor; (Ju-
venile Court Petition) gives
personal information about
youth and particular allega-
tions, and notarized signature
of person making charges;
(Order for Detention) shows
place of detention, date and
signature of Judge of the
Juvenile Court; form 81
(Rev. 6-72) (Juvenile Court
Order of Commitment) shows
date, where committed, and
signature of appropriate
judges; DCS/SSS-82 (Rev.
5-74) (Permit for Plan of
Care) gives name of youth,
present status as to place-
ment, address, supervisor,
and effective dates; form
showing general appearance
of youth at time admitted
to RYDC (includ.ing clothing,
hair, teeth and mouth, body,
attitude, and whether on
drugs, etc., and health);
written accounts of youth's
offenses; 1listing accounting

for personal items upon entrance

at RYDC and signature on re-
turn of these items upon re-
lease; health record of youth;

A

When youth leaves Center,
place all papers in inactive
file, arranged as follows:

Age when Year youth
‘released reaches age:
prior to 14 17
15 18
16 19

(papers must be held 3
years following release,
or until youth reaches
age 17, whichever is
longer);

hold to end of calendar year
youth reaches required age;
then destroy.

Earliest Date of Series 1973

Volume on Hand 25 drawers

Anticipated Annual
Accumulation

13 drawers




.Youth-Servicés RYDC Client .Case Record Files - ﬁage 2

f

clothing list, showing personal
belongings and clotheg igsued

by the State, date loaned clethes

returned and condition and sig~
natures of youth and staff;
social history; contract be-
tween RYDC and youth, with
specific terms as to what will
be permitted; and reports out-
lining problems of youth; eval-
uatiogs as to youths progress

in program, and other related
correspondence. The file may be

.arranged: alphabetically by

last name of youth; or, by
case number.

R

—m—




DHR - APPLICATIQN,FOR:RECORDS-RETENTION~SCHEDULE

New Schedﬁle

78—t S

v

COMMUNITY DETENTION PROGRAM
CASE FILES ~ Documents re~ -~
lating to care and super- -,

" vision of juveniles by court

service workers in community
detention programs (Attention

. Home and In-Home Supervision)

in lieu of institutionaliza-
tion. " Included are: form
DCS/S85-517 (8-76) (Community
Detention Intake & Removal)
which shows information about
youth!such as name, birthdate,

- race, sex, name of parents and -
~home address, signature of

person making placement and

" title. Other information shown

on this form includes: child
referred by; status of youth;
reason for referral; current
offense, whether youth has

‘been charged or adjudicated for
(alleged) offense; prior

record of youth; whether or’
not youth would have been )
placed in secure detention or
revocated to YDC if this pro-

‘gram were not available; date
‘removed, person making removal

and title; placement on re-
lease. Alsec included are: un-
numbered forms -- (Condition of

- In-Hone Supervision) shows name

of youth; - with whom. residlng

. and address; under the super-

vision of (name) Community De-
tention Worker and Judicial
Circuit; conditions with which
youth must comply; signatures
of youth, parent/guardian, Com-
munity Detention Worker; and
date, (Atteéntion Home Volun-
tary Consent Form) shows name
of legal guardian and name,
age, date of birth of child;
permission for child to be
placed in (name) Attention
Home, Also shown: responsi-
bility for medical cost if such
should be needed for the child

while placed in the Attention
Home; signatures of legal
guardian, youth, witness to

-,

i Al

Cut1off file és follows:

Upon release of youth from

- program, forward all papers

regarding the youth to his/
her Court Service Worker or

-Probation Officer.

If no Probation Officer or
Court Services Worker is
involved, the Comnunity
Detention Worker will de-
stroy the records.

" Court Services Worker

7" Upon termination of care,

place all papers im in-
active file arranged by
year youth will reach
age 21

{exception- 1f youth
is terminated in his/

/her 18th year, place
those papers in the
inactive file ar-
ranged by year youth
will reach age 22);

hold to end of calendar
year youth will reach
age 18; transfer all
papers to State Records
Centerj hold 3 years;
then destroy .
or ,
continue to hold in local
holding area 3 more years;
then destroy .
(EXCEPTION: Northeastern
Judicial Circuit; ‘
Kennedy Center, Atlanta;
Macon Judicial Circuit;
Dougherty Judicial Cir-
cuit; and Eastern Judi-
cial Circuit:

for years ending in -
0 and 5, transfexr omne
cubic foot of records
to State Archives;

‘destroy remainder of
records for those years)



SERIOUS OFFENDER (cont.) . |

.Compact Services)} DCS/SSS;404

Form I (Requisition for Runaway
Juvenile); DCS/SSS-418 Form II
(Requisition for Escapee or
Absconder); DCS/SSS-427 Form
IITI (Comsent for Voluntary Re-
turn by Runaway, Escapee, or
Abscgnder); DCS/S5S5-428 Form
IV (Placement Investigation

and Supervision Request);

. DCS/885-429 Form V (Report of

Sending State Upon Parolee or
Probationer Being Sent to
Another Jurisdiction); DCS/
§55-433 Form VI (Memorandum of
Understanding and Waiver/Pa-
rolee or Probationer/); DCS/
885-462 (Family Application for
Title XX Social Services);

‘DCS/5SS-463 (Title XX Service

Card Certification Form);
DCS/SSS-454 (Title XX Service
Card); O0OC(5)-431(7-76)
(Basic Data Form); OC(5)-432
(3-76) (Basic Data Form Turn-—

around); and 0C(5)-441 (5-76)

(Service Delivery Log ~ Primary
Client). Also included are:
evaluations of progress and
correspondence pertaining to
the case. The file is arranged
alphabetically by last name of
youth. ,
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New Schedule

7B-6Y

/

YOUTH SERVICES SERIOUS OFFENDER
RECOMMENDED FOR RELEASE CASE
FILES - Documents relating to
recommending release from cus-
tody youths who have committed
serious crimes. Included may
be: forms DCS/SSS5-2 (Health
Record); DCS/SSS-56 (Request

|

Cut off file as follows:

Upon termination of care
place all papers in the
inactive file arranged by

© year youth will become

age 18; hold in inactive
file to end of calendar

for Apprehension and Detention
of Juvenile); DCS/SSS-57
(Order to Modify Previous Order);
DCS/SSS-62 (Juvenile Court Wit- -
ness Subpoena); DCS/S88-63 (Ju-
venile Court Order to Apprehend
and Detain); DCS/SSS-64 (Con-
ditions of Aftercareé); DCS/SSS
=65 (Conditions of Probation);
DCS/SSS-80 (Social History.Out-

year in which youth will
reach age 18: then
destroy
(exception - if youth is
terminated in his/her
18th year, hold those
papers for six months;
then destroy). )
' {to be destroyes
at end of 1977

line) H DCS/SSS-S]. (Order of Earliest Date of Series 195 6
Commitment); DCS/S55-82 (Per-

mit for Plan of Care); DCS/SSS -  Volume on Hand 1 drawer

-84 (Evaluation Form); DCS/SSS o
-90 (Juvenile Complaint Report); Anticipated Annual '
C5/885-91 (Report on Children Accumulation -1/2 drawer

Served by Court Service Staff);
DCS/S8S5-92 (Daily Record of
Activities); DCS/SSS(7)-4 (Cer-
tificate of Discharge from De-
tention); DCS/SSS(8)-702 (Order
Termination of Probation); DCS/
§SS(8)-703 (Order of Probation);
DCS/SSS(8)-704 (Order for Deten-
tion); DCS/SSS(8)-705 (Juvenile
Court Petition); DCS/SSS-502
(Notice of Revocation Hearing);
DCS/SSS~503 (Notice of Prelimi-
nary Hearing); DCS/SS5-504
(Findings of Preliminary Hearing);
DCS/SSS-505 (Affadavit); DCS/SSS
-506 (Admission of Violation/Waiv-
er); DCS/SSS-507 (Initial Decision
of Hearing Officer); DCS/SSS-508
(Violation Report); DCS/SSS-509
(Subpoena); DCS/SSS~401 Form A
(Petition for Requisition to Re-
turn a Runaway Juvenile); DCS/
585-434 Form 1A (Application for
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DHR - APPLICATION FOR RECORDS RETENTION SCHEDULE

i

New Schedule

COURT SERVICE WORKER and COM-
MUNITY-BASED PROGRAM SERVICE
PROVISION FORM - PRIMARY CLIENT
FILES - Documents relating to
accounting for clients by ser-
vices they receive. Included
is upnumbered form (Service
Provision Form-Primary Client)
which shows report number, run

. date, worker's name, case-

load number, serial number,

name of clients, Social Security
Number and services and units by
number. The file is arranged by
month; thereunder, alphabeti-
cally by name of worker.

New Schedule

7B-k3

COURT SERVICE WORKER and COM-
MUNITY-BASED PROGRAM INFORMA-
TION and REFERRAL TALLY SHEET
FILES - Documents relating to
referring eligible clients for
various services as ‘appropriate.
Included is form OC(5)-478
(Rev. 4-76) (Information and
Referral Tally Sheet) which -
shows worker's name, agency
code, inclusive dates, day

of contact or follow—up,
number of contacts, service
units, name of individual/
applicant/recipient and case
ID, notations regarding con-
tact/follow-up, EPSDT contacts,
gervice units, 30-day request
for family planning, and sub-
totals. The file is arranged:
by month; thereunder, alpha-
betically by name of worker.

Cut off file at end of each
calendar year; hold 5 years;
then destroy.

Earliest Date of Series 1975

Volume on Hand 1 drawver

Anticipated Annual

Accumulation 1/2 drawer

Cut off file at end of each
calendar year; hold 3 years;
then destroy. '

Earliest Date of Series 1975

Volume on Hand l hdrawar

Anticipated Annual
Accumulation . 1/2 drawer



DHR - APPLICATION/ FOR RECORDS RETENTION SCHEDULE : v

New Schedule,

786\

YOUTH SERVICES CENTRAL COMMIT-
MENT CASE FILES - Documents
relating to maintaining a cen-
tral file of all youth who have
been committed to the custody
of Georgia Department of Human
Resoyrces. Included are:
DCS/8S5-81 (Rev. 6-72) (Order
of Commitment of the Juvenile);

. €8=705 (Juvenile Court Petition)

which shows name, race, sex, and
age of child;
of pareants, and crime with which
youth 1s charged; DCS/SS5S-504
(9-75) (Findings of Preliminary
Hearing) which gives name of
child, date, that child has been
advised of his rights which are

ligted, findings of hearing and

whether or not findings warrant
detention; DCS/SSS-506 (9-75)
(Admission of Violation/Waiver)
which gives name of child and
charge, and that youth under-
stands the conditions and sub-
sequent consequences of the
violation; DCS/SSS-82 (Rev.
5-74) (Permit for Plan of Care)
which gives name of youth,
present status as to placement,
address, supervisor and effective
dates, change in assignment to
show new custodians, address,
name of supervising staff, and
beginning date, termination of
custody and control which pro-
vides space for comments con-
cerning release, and signatures
of officials; soc¢ial history of
youth, and related correspond-
ence; The file is arranged
alphgbetically by last name of
youth.

name and residence '

Cut off file as follows:

Upon termination of care,
place all papers in in-
active file arranged by
year youth will become age
18; hold in inactive
file to end of calendar
year in which youth reach
age 18; then destroy.
(excegtion - if youth is
terminated in his/her
18th year, hold those
papers an additional
6 months following
18th birthday; then
destroy)

Printout ,

Alternate Placement
(received quarterly) -
statistical comparison
report, by county, for
youth committed to DHR

Cut off at end of each
calendar year, hold 3
years; transfer to
State Records Center,
hold 5 years; then
destroy.

(to be destroyed.
at end of 1977)

Earliest Date of Seriegiﬂf{?ﬁ

Volume on‘Hand‘

394§aners‘

Anticipated Annual

. 13 drawers
Accumulation "
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To Amend
73-50 YOUTH SERVICES YDC CLIENT ‘ Cut off file as follows:
. 78"‘ &_’ q CASE RECORD FILES - Documents '

relating to maintaining re- Upon termination of care,
cords at appropriate YDCs for place all papers (includ-
for youths committed to the ing index card) in inactive
custody of DHR. Included are: © file, arranged by year youth
DCS/S55-82 (Rev. 5-74) (Permit will reach age 21; - cut off
for Plan of Care) a six~part inactive file at end of each
form which shows name of calendar year; hold in cur-
client, name of Judge who com- rent files area 1 year;
mitted youth to DHR, county, ' transfer to local holding
date of commitment, present " area, hold to end of calendar
assignment, change in assign~ year in which youth attains
ment, termination of custody ' age 21; then destroy
and control, and signatures of (except for years end-
Director of Youth Services, ing in 0 and 5, trans—.
Initiating Worker, and Author- fer one cubic foot of
ized Approving Agent; unnumbered records to State r. ‘
forns (Psychological Referral Archives; destroy re-.!
Form) which shows ,Date of Request, nainder of records for’
Date Scheduled for Evaluation, - ) those years). !

nane of person making the request

and nawe of person to whom re-

quest made; Student's Name, Sex,

Race, Birthdate, Age, highest ,

grade in school, family descrip- Earliest date of

‘tion, how scon will pshchologi- Series 1975
cal be needed and why, brief

description of problem, specific Volume on Hand
type of information requested

from evaluation; (Psychiatric "Anticipated Annual
Interview and Consultation Re- Accumulation 13 drawers
ferral Form) shows date of re- ' ’ ' :
quest, date scheduled for

evaluation, nates of person

making request and to whom made,

student's name, sex, race,

birthdate, age, highest grade

completed in school, whether

or not currently on medication

or has been on medication,

important family information

that is not in the record, how

soon will pshchiatric evaluation

be needed and why, brief descrip-

tion of problem, and specific

type of information requested

from evaluation; (Home Visit

20 dfawers
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&o Amgnd

73-357

{cont.)

.DCS/S85-507 (Initial Decision .
"of Hearing Officer); DCS/SSS

401 Form A (Petition for Requi-

Form IV (Placement Investiga-—

DCS/SSS-429 Form V (Report of

1

- page 2

Field Réprésentatives

~508 (Violation Report); DCS/
$5S-509 (Subpoena); DCS/SSS-

sition to Return a Runaway
Juvenile); DCS/SSS-434 Form 1A .
(Application for Compact Ser-
vices); - DCS/8S8S-404 Form I
(Requlsltlon for Runaway Juve-

‘'nile); DCS/SSS-418 Form II
~ (Requisition for Escapee or

Absconder); DCS/SSS-427

Form III (Consent for Volun-
tary Return by Runaway, Escapee,
or Absconder); DCS/SSS-428

tion and Supervision Request);

Sending State Upon Parolee or
Probationer Being Sent to

Another Jurisdiction); DCS/ .
$55-433 Form VI (Memorandum of

Understanding and Waiver /Pa-

rolee or Probat1oner/), DCS/
S8S-462 (Family Application for:
Title XX Social Services);

DCS/S5S8S-463 (Title XX Service
_Card Certification Form);

DCS/SSS-454 (Title XX Se:v;ce

. Card); 0C(5)-431(7-76)

(Basic Data Form); O0C(5)-432
(3-76) (Basic Data Form Turn—
around); and. OC(5)-441 (5-76) .
(Service Delivery Log — Primary
Client). - Also included are
evaluations of progress and
correspondence pertaining to
the case. The file may be
arranged: alphabetically by
last name of youth; or, by
case number. ‘

tion of case.

‘Yolume on Hand -

Destroy flle upon . termlna—

RIS (to be destroyed .
L. at end of 1977) !

JEarliest date of

‘Series - : ;lgié__

Ant1c1pated Annuel

30 drawers

Accumulatlon

S

100 drawers“



